Action Guide - RUNNING MEETINGS

Meetings are a useful way for a group to come together and make decisions about how to get a task done. They can be formal or casual and tailored to suit the needs of the group. 

The first time a group of you meet you may need to set the scene, get to know each other and work out a few things.
Key factors that help to make meetings run successfully are:

Time and place – schedule meetings at times that everyone can attend, and in places that are easily accessible.

Agenda - create a list of things that need to be talked about in the meeting. Everyone should have the opportunity to add things to an agenda. It’s a good idea to have standing agenda items that you want to talk about at every meeting e.g.” What has happened since the last meeting?”  
Chairperson/Facilitator – the chairperson’s job is to run the meetings and make sure everyone has a chance to speak. They also make sure everything on the agenda is discussed and decisions are made. You can share the chairperson’s job around the group so everyone can have a chance to chair a meeting.
Some things for the chairperson to think about: 

· ask the group questions to begin the discussion 

· give everyone a fair chance to have their say, but don’t let the meeting drag on

· make sure everyone sticks to the point

· allow for different views. It’s good to hear a range of opinions. 
· everyone in the group does not need to agree.

Note taker – choose someone to record key points or decisions that were made and a list of action points, you don’t need to record everything. 

Example of an agenda:

Agenda items

1. Present: Who is at the meeting? 

2. Apologies: Who couldn’t make the meeting?

3. Project update: Are there any issues with your project? What is going well? What issues need to be addressed? 

4. Project work: What are you planning to do next?
Here is an example of questions you may want to include in your meeting.

What are the things the group is working on now? 

e.g. Writing a letter to the editor.

Where is the group at with this project?

e.g. Cutting out articles from the local newspaper that stereotype young people.

Where to from here? 
e.g. We are going to go through all of the articles we have collected and pick which one we want to respond to.
Action points (Who is doing what and when)?  

e.g. As a group we will pick one article and brainstorm key messages we want to say in the letter to the editor. Josh will type up the letter. Jamie will proof read it and Nick will fax it through to the newspaper.
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